
SaaS Renewal Checklist
The average organization experiences 234 renewals a year — or about one per business day. In addition, 
companies tend to overspend 15% on software licenses. Don’t get caught off guard by unexpected 
renewals. Plan ahead using this renewal checklist.

Take a deeper dive into proactive SaaS 
renewals with our ebook The Practical Guide 
to Rationalizing, Rightsizing and Renewing 
SaaS. You’ll be on your way to optimizing 
your SaaS investments in no time!

Pre-Renewal

    Create a calendar with all renewal dates 
and notification periods. Document each 
application’s renewal date and notification period 
(and details like license quantity and consump-
tion metrics) in a centralized system of record. 

    Develop proactive renewal plans. 
Create and document a strategic renewal plan 
for every application, prioritizing highest cost 
and/or mission-critical applications first. Make 
sure you notify application owners in plenty of 
time for them to evaluate alternate solutions 
and/or negotiate better terms. 

60-90 Days Ahead of Renewal 

    Collaborate to define renewal goals. Align 
all stakeholders such as IT, Procurement, and 
business units on ideal outcomes.

    Measure end-user application utilization. 
Measure utilization and adoption to forecast 
needs and inform renewal negotiations.

    Evaluate costs, spending, and total cost 
of ownership. Leverage benchmarking data to 
ensure renewal prices are appropriate. Track all 
related purchases to understand actual costs and 
delivered value.

    Evaluate requirements and compare alter-
native vendors.Make side-by-side solution 
reviews a routine process for renewals.

    Eliminate redundant applications. 
Are there other applications in your organization 
that perform the same function? Consider stan-
dardizing instead of renewing. 

    Consolidate application contracts and 
agreements where possible. 
Standardize widely deployed application types into 
a single contract to leverage buying power and 
create custom contract terms. 

    Develop policies on multi-year contracts 
and discounts.Consider discounts possible under 
multi-year agreements as well as terms that limit 
price increases for subsequent renewals.

Post Renewal
    Update key purchase details. Document any updates to 

details such as pricing, features, consumption metrics, services, 
and length of contract. 

    Update renewal calendar for notification timing and 
renewal date. Document any alterations to renewal date or 
notification period.

    Continue reporting and collaboration with stake-
holders. Apprise stakeholders regularly on key metrics to 
encourage proactive planning. 

    Ensure continual discovery and renewal plans for all 
new apps. Monitor the environment to ensure all applica-
tions meet renewal planning criteria.
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